State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 1402-5157-xxx 50024773 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DFM/Administrative and Program Analysis Branch
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Margaret Gillham Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
SCM 03/25/11

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under supervision of the Staff Services Manager | of the Program Control Unit, the Staff Services
Analyst (General) is responsible for providing routine and moderately-complex budgetary analyses
for the administration of the Division's program control activities, and performs special
assignments as required. The incumbent may also provide necessary support to other divisions or
offices in the Department during emergencies.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; analyze information and
complete work assignments effectively; keep management and other employees informed in writing
or orally on status of work; develop and maintain a good working knowledge of policies,
regulations, and procedures pertaining to the assigned work; and maintain regular, consistent, and
predictable attendance. The incumbent must possess a strong understanding of SAP navigational
and cost management reporting functions in order to extract, prepare, and report cost data for
emergency response events and other administrative functions. The specific duties are:

45% Participate and present ideas in the development and implementation of methods to monitor the
Division's fiscal activities utilizing SAP and electronic spreadsheets. This includes research,
review, and independently suggest alternatives to support program managers in making decisions
based on budgeting forecasts. Examine, identify and consult improprieties and make corrections
as necessary. Track spending activities and summarize results in the form of periodic accounting
reports of assigned office and or division offices. Analyze SAP accounting and controlling reports
to prepare and review expenditure projections required to remain within budget allotments; consult
with unit staff on recommendations to avoid or resolve over-expenditures and unauthorized
expenditures. Support unit staff with work authority revisions and accounting input documents.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Margaret Gillham >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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20% Research and support Program Managers in writing program component statements and budget
change proposals. Review and make suggestions on major and minor Capital Outlay budget
documents; work closely with unit staff and the Budget Office for consistency with legislative
recommendations and conformance with the Governor's budget. Review Program Managers final
program component statements and budget change proposal documents and make necessary
recommendations for changes if needed.

20% Program Support: Collaborate with Program Control staff in the development of policies and
procedures for the Division of Flood Management on a variety of administrative areas, including
fiscal, facilities, training and travel. Compile, analyze, and disseminate information relating to
division needs and effectiveness. Prepare written and oral detail reports to management as it
relates to the work. Contribute and present continuous program improvement efforts as
appropriate.

10% Research and analyze flood control legislation and its impact on the Division of Flood Management
to Program Control staff. Consult and work with Branch Chiefs and Program Managers to
incorporate approved legislation and its funding into applicable Division programs.

5% Support Branch and Office Emergency Response actions. Serve in a dedicated support function in

one of the five sections in the SEMS/NIMS Structure during high water or Flood Emergency.
Assist with various business and administrative functions during flood emergencies.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.
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45%
	activity: POSITION SUMMARY

Under supervision of the Staff Services Manager I of the Program Control Unit, the Staff Services Analyst (General) is responsible for providing routine and moderately-complex budgetary analyses for the administration of the Division's program control activities, and performs special assignments as required.  The incumbent may also provide necessary support to other divisions or offices in the Department during emergencies.  

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; analyze information and complete work assignments effectively; keep management and other employees informed in writing or orally on status of work; develop and maintain a good working knowledge of policies, regulations, and procedures pertaining to the assigned work; and maintain regular, consistent, and predictable attendance.  The incumbent must possess a strong understanding of SAP navigational and cost management reporting functions in order to extract, prepare, and report cost data for emergency response events and other administrative functions.  The specific duties are:  
 
Participate and present ideas in the development and implementation of methods to monitor the Division's fiscal activities utilizing SAP and electronic spreadsheets.  This includes research, review, and independently suggest alternatives to support program managers in making decisions based on budgeting forecasts.  Examine, identify and consult improprieties and make corrections as necessary.  Track spending activities and summarize results in the form of periodic accounting reports of assigned office and or division offices.  Analyze SAP accounting and controlling reports to prepare and review expenditure projections required to remain within budget allotments; consult with unit staff on recommendations to avoid or resolve over-expenditures and unauthorized expenditures.  Support unit staff with work authority revisions and accounting input documents.

	classification: Staff Services Analyst (General)
	appointee: Vacant
	dwr position number: 1402-5157-xxx
	sap personnel no: 
	sap position number: 50024773
	division: DFM/Administrative and Program Analysis Branch
	mcr: 1
	percent 2: 20%
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	activity2: Research and support Program Managers in writing program component statements and budget change proposals.  Review and make suggestions on major and minor Capital Outlay budget documents; work closely with unit staff and the Budget Office for consistency with legislative recommendations and conformance with the Governor's budget.  Review Program Managers final program component statements and budget change proposal documents and make necessary recommendations for changes if needed.

Program Support:  Collaborate with Program Control staff in the development of policies and procedures for the Division of Flood Management on a variety of administrative areas, including fiscal, facilities, training and travel.  Compile, analyze, and disseminate information relating to division needs and effectiveness.  Prepare written and oral detail reports to management as it relates to the work.  Contribute and present continuous program improvement efforts as appropriate.  

Research and analyze flood control legislation and its impact on the Division of Flood Management to Program Control staff.  Consult and work with Branch Chiefs and Program Managers to incorporate approved legislation and its funding into applicable Division programs.  

Support Branch and Office Emergency Response actions.  Serve in a dedicated support function in one of the five sections in the SEMS/NIMS Structure during high water or Flood Emergency.
Assist with various business and administrative functions during flood emergencies.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.


	supervisor name: Margaret Gillham
	employee name: Vacant


